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Faculty Editor Module

You will need to create a faculty record for each user.

To create a faculty record, go to System Module / Faculty Module. The following screen will

display.
File Reports Date: 12/15/2010
Last Name |Alcon First |Charlene Title
Faculty ID |2918 Gender |Male
Address ‘ Status I Certification I Permissions

SSN| - -

Birth Date |01/01/1960

E-mail | Charlene Alcon@example. edu

Hire Date | URL |

| Can Access Sensitive Data

Edit
Password

Password

MNotes | This is a temporary position that will end January 2011.

[ System Administrator

Find ‘ List |}:Iete

W]

Edit ‘ Add | Save

aue | P Pl

Faculty members are defined as teachers, administrators, office staff, food service workers,
counselors, and any personnel in the school who require access to the ASPIRE SOFTWARE
system. The Faculty Editor is where basic demographic information, such as name,
address, status, contacts, and permissions/passwords is entered and maintained. The
faculty database is an integral part of the scheduling process. Therefore, at minimum, all
teachers must be entered into the system and be assigned to the school year track before

any scheduling can take place.
Adding a New Faculty Member

General Tab
e Press Add.
[ )

e The system will automatically assign a

At this point Save

address.

Enter the Last Name, First Name, and Gender.

Faculty ID.

Now Edit and enter data in the other fields as desired.
If you want the faculty member to be able to send emails, enter that person’s E-mail
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e URL - if the faculty member has a personal or UEN web site, enter the URL in this
field. This website is for students, contacts to access for assignments, etc.

e System Administrator - place a checkmark in this box if the faculty member is a
system administrator. There are usually only one or two people who are SYSTEM
Administrators. These users have full database access to highly sensitive data.

Address Tab

I Last Name |Ncon First |Charlene Title
Faculty ID | 2918 Gender |Male

Status ‘ Certification l Permissions

General

Home Address

Line 1 |250 East 500 South Phone Numbers ’F

Line 2 |

City |SLC State Zip Code | 84111-

Unlisted |

Mailing Address

Line 1 | 250 East 500 South

Line 2 |

city [sLc State|  Zip Code [84111- New ‘ Delete
] e

e Enter address data for the faculty member. Optional

Find ‘ List |;elete

Status Tab - Status Records
File Reports Date:12/15/2010

Last Name |Alcon First | Charlene Title
Faculty ID | 2918 Gender |Male

General l Address Certification l Permissions

I Display All Faculty Status Records
Status I'_r { chr |Cnsir|Cert
¥ Active AT12 09/10 <Unset> I S

Active - ||Aa720 09110 || <Unset> My = =

The Status tab is where you allow a faculty member to access a school track calendar year
or you can add several school tracks to a teacher or users who need access to multiple
schools in a district. If you are a charter, most likely the users will only have access to one
track calendar year and that will be the current track calendar year. System
Administrators need to have Track 000.
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If you need to allow the faculty member to see other school tracks, follow these steps:

e Highlight an existing row and press Edit to see the following:

File Reports Date:12/15/2010

Last Name |Alcon First |Charlene Title |

Faculty ID | 2918 Gender |Male

General ‘ Address Status Certification l Permissions

[ Display Al Faculty Status Records

Status | Active - Track | A 712 09/10 -

Entry Date | 12/08/2008 Exit Date
Evaluation Date FTE 0.00

Default login

schoal — ﬂ ﬂ % M

Job Class |<UHSET> j Supervisor Class |<UHSET> j
Teacher [ Counselor Certificated [
Site Admin [ Database Admin [

Changed By | Nylnt
Date | 12/08/20085 |

Mﬂ Erint| Find | List ‘Delete

e Press New.

e From the Track drop-down, select the school track you would like to add to the

status.

| Add ‘ §ave‘ Quit ‘ﬂm

e Enter an Entry Date. This is typically the first day of employment or when the user

needs access.
e Checkmark any appropriate choices.
e Press Save.
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Certification tab - Teacher Cactus Number
File Reports Date:12/15/2010

Last Name |Alcon First |Charlene Title
Faculty ID | 2918 Gender |Male

General l Address ‘ Status

Cert Type Subject
Certification

Certification

¥ Cactus Identification

FEind ‘ List |;e|-=.-r.-'-.

Edit ‘ Add | Save

|
LIE R auie | | DI

Certification data is information on a faculty member’s professional credentials - Teacher
State Cactus Number. To add the certification data for a faculty member, while on the
Certification screen, press Edit. The following will display.

File Reports Date: 04/12/2011

Last Name |Belcher First |Sean Title
Faculty ID | 2701 Gender |Female

General l Address l Status Certification Permissions

Faculty Certification

Certification |

Certification Type |

Subject Area |

E
-]
E
Award Date | / / Expiration Date | / /
Add ‘ Sa

Certification Mumber |

ﬂ New ‘ Delete

Find ‘ List ‘Qelete

4] e

Press New which will put the screen in Edit mode. Enter data in the fields as described
below.
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e Certification - from the drop-down, choose “Cactus Identification”.

e Certification Type - from the drop-down, choose “Certification”.

e Certification Number - enter the teacher’s Cactus state assigned number.

All three of these fields need to have data in them or you will get UTREx Clearinghouse

errors.

Permissions tab

SIS 2000+ Application Name

=

N+

L

Attendance Class Entry

<l

Attendance Phone Log

<]

Attendance Rapid Entry

<]

Attendance Student History

<]

10 Day Audit Report

<]

Attendance Collection Status

<]

Daily Call Report

<]

Excessive Absence report

<]

Master absence list

<]

Student Attendance Detail

<]

Teachers Summary of Attendance

<]

Last Name |Alcon First | Charlene Title
Faculty ID | 2918 Gender | Male
General I Address ‘ Status I Certification Permissions

Revoke All

The Permissions module is where you will give permission for a user to access features in
ASPIRE SOFTWARE FoxPro Client. If a user will only be using ASPIRE SOFTWARE on the
Web (such as teachers), you don’t need to select any permissions here. This would just be
office personnel - secretary, counselors, etc. Teacher permissions will be added on the
ASPIRE SOFTWARE web.

NOTE: If the faculty member was granted System Administrator status on the General tab,
then that faculty member automatically has access to all ASPIRE SOFTWARE FoxPro Client
applications and functions but web permissions will still need to be added on the web side
of ASPIRE SOFTWARE. In such a case, the Permissions on this screen are not applicable.

e Checkmark each permission you would like a user to access.
o The permissions in this screen only relate to FoxPro Client. Permissions for
ASPIRE SOFTWARE on the Web are entered in Control Master when logged

into the ASPIRE SOFTWARE website.

e Press Save.
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Control Master Application

Control Master is found on Web ASPIRE SOFTWARE. Control Master is where you create
groups and assign permissions to those groups. This part of the tutorial will show you how
to create groups for teachers.

Creating Groups
Log in to Web ASPIRE SOFTWARE, using the login that the Aspire specialist gave you.

Once you're logged in, select the following:

\lea schools students classes '

. m
aspire home Breports |
Find the tile for Control Master
QA Stansbury High School O 6 6B 10k
QA Tooele High School [ 242 I 395 T 572 QTGS
QA Wendover High School ® 6 6 6 ©® B 1v
QA Tooele Preschool m 118
Effective 1/7/2015 oD @ @ e @ © @ @ @ @ v
Health Immunizations ~ Medications ~ Other ~ o Setup Change Passwords
Count Control Master
Concerns for Nurse Review o
Hearing Screenings Screen Students Data Quality
Lice Screenings Screen Students Food Service o Setup
Incomplete Referrals o
Spinal Screenings Screen Students GFDUDS
Vision Screenings Screen Students Legal Bindings
Incomplete Sereenings o
A B L2 Review CTE Records
Incomplete Referrals m
When you click on Control Master, you'll see the following:
% SIS Applications i.Reports @Help
?‘ Control Master
g . Edit Users % Edit Groups ﬁ@ Edit Other Applications
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Select the correct group to add the faculty member in. Select Permissions.

Permissions - clicking on Permissions will display a screen like the following:

Details

Membership
Permissions

Default Group For

Force Change Password

Delete This Group

>»>

Groups |
Group Permissions
All
Academic Intervention
Academic Progress
Assessment
Attendance
Behavior
Change Password
Classroom
Control Master
Data Quality
Electronic High School
Enroliment
Food Service
Gradebook
Groups
Health
Lockers
Schedule
School

SEOP

Teacher

¥ | | |Create New »

»> ¥ Academic Intervention

Administrative Access
Reports

Academic Interventions

Academic Progress

Academic Progress Help
Courses

Course History

Class Marks

Student Marks
Utilities

Class Ranking

Graduation Requirements Editor
Copy from school-to-school

Student Course Request Settings
Marksets
Incomplete Grades
Report Card Comments
¥| Reports
Cumulative GPA and Rank
#| Elementary Mini Report Card
¥ Elementary Report Card
¥ Elementary Transcript
Grade Distribution
Grade Override Usage
#| Gradebook Usage
¥| Grades Not Finalized
Graduation Rate
Honor Rall
Low Achievement

This screen allows you to assign the permissions to the specified group. Each group is set
up differently, based on the needs of their job responsibilities, which will be determined by

the District Office or Principal. Permissions can be changed at any time.

Go through the list of permissions and assign the teachers group the appropriate

permissions and then press Save.
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Default Group For - click on Default Group For to see the following:

Groups | |Teacher ¥ | | |Create New »
Details Default Group for New Users Created in FoxPro
Membership None
Fermissions System Administrator
Default Group For
*Faculty

Force Change Password
Delete This Group Students

Contacts

This screen tells the system which Web group certain types of people will default to.
Typically, for the Teacher group, you would select “Faculty”. That way, whenever you
create a new faculty member in FoxPro Client, that person will automatically be assigned to
the Teacher group on Web ASPIRE SOFTWARE.

Force Change Password - clicking on this will display the following:

Groups | | Teacher ¥ | | |Create New =
Details Force Change Password
Membership Force all users in this group to change their password on next login.
Permissions

Default Group For
Faorce Change Password b

Delete This Group

Placing a checkmark in the box will force all users in the selected group to change their
passwords the next time they log in. That is useful if you were to assign a default password
to everyone and you wanted them to create their own unique password on first login.
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